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" : | S 30 July 1971

5 l'MEMORANDUM FOR: Deputy Director for Support
. SUBJECT - ¢ Inspector General's Survey of the
: - Office of Personnel

REFERENCE -  : Memo dtd 9 July 1971 to ExDir-Compt
o o fr DD/S, subj: Report of the Inspector
3 | - General's Survey of the Office of Personnel

1. Your response to the Inspector General's survey of the
Office of Personnel is entirely satisfactory. After the Director of
. Personnel has completed his review of the allocation of resources
"to the Position Management and Compensation Division, I shall be
interested in having a report from him.

2, In this connection, it secems to me that Recommendation
No. 15 is particularly important, since I believe it is intended to
imply that the Position Management and Compensation Division,
somewhat expanded, can audit manpower utilization in the Agency.
This is certainly a job which needs to be done periodically, I
should like to request that the Director of Personnel and the Direc-
tor of Planning, Programming, and Budgeting consider their
present responsibilitiecs and submit to me specific recommenda-
tions on how our current monitoring and auditing of manpower and
personnel utilization can be improved, ©

' . L. K. White

. Executive Director-Comptroller

cc: D/PPB

. . N .
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reporting should be reduced, e.g., from monthly to quarterly during the

conversion period.

and requcsting componcnta should be asked to canccl thelr exisiing

requirements vherever possible and to use the reports in the SRB

1ibran§ or to moke Xerox conles of them at their own expense.

Position Management and Cormensation Division

-

SRB maintains & master 1ibrary of current reports,

23 The ?osition Management and Compensation Division (PNCD) has

is mede up of two branches, Intelligence &4 Support, end Scientific &

. Clandestine Service.

‘T'folloving regulatiow

4

_h "' The division is chorged with responsibilities under the

""he Azency will conduc+ a continuinp progran of manpower
resources mane~cment which will assure maximum efficicncy and
econory in the use of manpover consistent with the cncy's
a.ssigned missions and responsibilities” ﬂ and,

"In scttinv up occupational categories and pay levels
for Agency pozitions it is Asency policy to follow the con-

" eepts and principles- of the Classiflication Act of 1049, as

amendod, a8 & means for establishing effective internal
position alignment, malntaining reasonable comparability

“with other.foverrment arencies, and sirmplifying adlusiments

to conform to Federal salary chanpges and employment benefits
Overall objectives are to rmaintain aen Agency staffing pattcrn

" which will attract and retain highly qualified and competent

employces and which will reflect the characterlstics of
Agency employment, and to provide an effective means of
controlling expenditures for personal sexrvices"”

- Th -
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‘25. The drganization and control of manpowér i3 of course
one .of the_mpép_pasic of manag?ment renponsi#iiities. Thé Agency
‘operateé under a sfaff_manpqwer ceiiing és‘established'by the Conpgress
~and.fh¢ Offiée of Management and Budget. Each component‘in the Arency
is agsligned a staffing complement which idcntifies,the positions to
which persohnel will Se assigned to carry out its assigned missions
and fun%tiﬁns.’ Additionally, each carecr service ié assigned a
‘ACareer'Serﬁice Grade Authorization which controls the maximum number
of ﬁeréonnel authorized at each General Schedule grade level. These
'drganizational and manpover contrdls are bullt on the basic framevork
| of the Table of Organizetion (T/0). | ‘ .
Ah : é6;*-Thé T]O of the Agency and the steff monpower ce?ling
'theoretiéallynéhould be the same numerical fiéurg.' In practice this
séldom ocet£s,‘bu% thcre is a continuing effort toward fhat poal. The
T/O.refleC£s not only numbers, but also position élassifications (Job

.

titlés) and GS grade levels. All three are vital in controlling man-~

power ﬁﬁi%izgtion. ) -

| 2T de_}tems of the ?[0, nunbers of positions end ’'associated
grades; formmfhe framework against which pe?aonnel resources are Tunded.
Botﬁ require sccurate and up-to-datz Job descriptions to be realistic
figures. To the extent that either is badly out 6@ date, higher

nmenagement levels are deprived of a valuable source of information on

the state of the Agency.

- T5 =
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28, 'On;a dey-to-day basis, the Office of Persomnel is involved
in pufhehtigating and issﬁing'staffing complements and revisions,
assu;ihé that”cémponents adhere to ceiling restrictions, monitoring
entrance on duty and transfers of personnel, approving temporary
overstirength sitﬁations, evaluating proposals to establish or change
the number‘;fvsupergrade and SPS positions, deéelop;ng and authen-

ticating the céreer service grade average, and assuring compliance
by the componénts. In perfbrming these tasks 1t works closely with
PPB ana the Executive Director-Comptroiler. The thrust of these‘

. functions is one of lialson and monitoring. However, in thé area

N pf poaitiénleyéluation the Office of‘Personnel is'solely respon%iblé.

LIt is-réﬁuifédhto assure top management that the positions in the
“componenf's s%ﬁff}ng complementé are gccurately evalu&tgd aé to‘
occupational category, position description, and pey level. Ve find
& sgrious:short—fall in this specifically assignea function in the
Office pf‘Personnci.

. 29. .The Position Maéagement an&'Compensétion Division's p;imary'
assignﬁént iejﬁasition evaluation. The recqrd showa'thaé a disturbing
proporﬁion of'the Aken;y is not covered with currently adeqnaﬁe
position evaluations. While the record for individuai positions

evaluasted is fairly impressive _ classified 295X9A2

in FY-70), the number of components surveyed is not.

. . " 7
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Position Surveys by Components

&
P . .

: 2 ' S 4 of Positlon
" Number of = Maintenance  Maximum Descriptions
Components Rete {vrs.) Spread (vrs.) Completed

pcr 5 8.2 3-15 5
pps - 10 SR ST 0-14 R 80.5 .
DOP . .. 1k 3.9 1-10% - - | 50

oooor 10 8.9  1-16 80
o/seT, - 8 3.6 o-10 32
Agency b 6.1 0-16% 63.35

# As caﬁ régdily be ééen the sverage component survéy is being performed
? on‘someth1hg'1ike a six~-vear rather than a three-year‘cyc}e, which we
Balieve fo beadesirable. Coverége‘isue%ratic with ‘ten cogponents
lacking auéﬁryéy within the past ten ycars. Approximatély one~third
of" the tdtal bositions in the Agency lack o positﬁop description. These
. recordalrgflect o passive reéction on the part of the Office of Per-
sonnel to.aﬁ_assigned res%onsibility: The office has permitted the
manpbvéi resources of PMCD to shrink tothe point where the division

‘devotes only 34 percent (FY~70) of its manhours to position surveys

and individusl ections. The rest of the time is spent in reviewing

\

#yo components have never been surveyed.

- T7 -
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staffing compiements, rescting to grade change raquesta, preparing
planning pnpere, and mahinq paj adJustmenus. Thesa latter'assipn~
monta acquire priorlty and component positﬂon evaluations receive

only minimal attention. This situation'has been permitted to develop
ovér thé past 6-8 years as the division has come to operate on a
"bruah—f;re” epproach. The line components that make the most urgent -
requests for feorganiéafion oxr position reclassification raceive the ‘

‘attention of the all-too-limited resources.

30, The utility of component surveys, in contrast to spot or
.. Individual position surveys, is thét only through this approach can
; a meaningful sudit be made of the totel manpower utilization within

e cdmponent;T.A'tﬁorough and comprehensive component audit assures
maﬁagement of*(l) the proper mix between professionals and élericals,
(2) accurqté-désciiptionm of each bosition and oécupatidnal category
with unique. 1nsight into workload and productivity aspects, (3) propcr
designation of llmited and flexible positions relationship, and (L)
the,corfect Ceneral Serviees grade lgvel for each position.

31. In our survey we found PMCD ill-equipped in relation to

its total sssigned regponsibilities. Ia recent years, the division

"hes lost some of its initietive and has assumed a somewhat passive

" attitude towsrd sccomplishing its totel mission. At the some time we

- acknowledge the devotlon and hard work of the individual members of the

division. The Agency uses more than 750 cccupational catepories and

]

- 78 -
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has its full share of complex staffing patterné. These e;nployces
haver dévotéd. thgiﬁrlbest talentsf to mainté.iniz{g ﬁccurate jo;o deg-
cript_j‘éqns, é.vera{;;e grade cei;in*e;s, and proper pay levels. Thelr
‘technicel skills ere not questioned.

32. The present situation calls for positive action on the part
: - 25X9A2

of the Office of Personnel. From & high point of ovez-positions in*®
- vthe late 19505, the division has been curtailed to its present T/0 of

25X9A2 ( :
. ' _ We believe 1t to be seriously understaffed. The Deputy for

Plans and Control estimates that a staff of _persons : 2oK9A2
'is re.quired to adequately perform the total assigned responsibilities.
The T/0 of _tpe éivision should be incressed té the point where it can
-_éarry ‘on-.:i-ts"s -ﬁohitoring responsibilities and conduct detailed componant
"poé.ition surveys on the three-yqar schiedule,
33:.‘ Acareful evaluation of the personnel .a‘.ssignmeht; in the
diviAsion 1s .glso in order. Many of the present i’ncumben'ts are approach-
ing ;etifeme;lt in fhe next seversal yesars. Aithough CTs have moved in
and out. of the dlvision, the main staff of professional classifiers hss
: r.ema._i___nedua.ta\t}ic. An 6rganized rctation plan. for senlor classifiers
_ has veen la.cfk"iéx‘qg;w a’n@ should 'ﬁe instituted. A review at this time
‘ should develop a rotational plan (6-8 years) and schedule the intro-
\duetion of new blood et all levels in the dtvision, Pending rotire-

ments coupled with a slight expansion of the T/0 sﬁould permit these

o‘o.jectives to be accomplished.

- 79 -
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Recommendati on No. 15

.That the Office of Personnel

Revicw the manpover resources needad by PMCD to
.carry out its full mission and responsibility end adjust
‘the T/0 of PMCD accordingly,

b. :Develop a rotational plan for professional position
classifiers, and

¢. Assipgn well qualified young personnel officers to
. the division.
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